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Why should I copy from the receipt when creating a voucher?
1. You are less likely to have to adjust the quantity/amount on the voucher. When
you copy from the receipt line, the quantity/amount received is pulled in not the
total PO quantity/amount.

2. Fewer matching issues. There is a known problem in SMART that we believe
should be resolved once bundles have been applied. At this point, however, if
there are multiple receipts against one voucher line the system is duplicating the
quantity/amount received when calculating during the matching process. The
result is that SMART believes the PO is fully matched when in actuality it has
only been partially matched. By copying from the receipt there will not be
multiple receipts against one voucher line and therefore will not create this

duplicating issue d

uring the matching process.

Step Action
1 Navigate to: Accounts Payable, Voucher, Add/Update, Regular Entry — Add a New
Value tab
Add a new voucher.
[> Staffing ~
[> Travel and Expenses
[ Tra_\tel Administration Voucher
[> Billing
[» Accounts Receivable
= Accounts Payable f | Adda New Value
= Vouchers
- Add/Update Business Unit: 31300 |Q,
— Regular Entry
— Voucher Search Voucher ID: NEXT
~ Quick Invoice Enfry Voucher Style: Reqgular Voucher v
— Summary Invoice Entry
- Complete Reaister Short Vendor Name: Q
Voucher Vendor ID: Q
— Close Voucher
— Delete Voucher Vendor Location: Q
- Update Open Item .
— LnPostVoucher Address Sequence Number: 0
— YVoucher Setoff Update Invoice Humber: Voucher from Receipt
[ Maintain -
Invoice Date:
[ Approve | )
[ Control Groups Gross Invoice Amount: 0.00
[» Payments - .
I Batch Processes Freight Amount: 0.00
[+ Review Accounts Payable Misc Charge Amount: 0.00
Info ) o
I Reports Estimated No. of Invoice Lines: 1
— |nterfund Details
[> eSettlements Add
[» Asset Management
[+ IT Asset Management
[> Banking Find an Existing Value | Add a Mew Value
[» Cash Management
> Meal Mananement
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Step Action

2 On the Invoice Information tab, select “PO Receipt” from the drop down list next to the
Worksheet Copy Option field

New Window | Help | Customize Page | oo

Invoice Information | Payments oucher Attributes
BusinessUnit. 31300 Invoice Number: /Accounts TEST
Voucher ID: MEXT Invoice Date: 01172012 5
Voucher Style: Regular Frint Invoice
Setoff Status: Mot Processed by Setoff Interfund Status MIA
Copy from a Source Document
PO Unit: C,  Purchase Order: @, CopyPO Worksheet Copy Option: | Mone v
Mon PO Receipt
Vendor: Q *Pay Terms: 0o Q, DueNow Bt lone
Hame: Q Control Group: Q
Location: Accounting Date:  |01/17/2012 El ?;l;gggs;z Order Only
“Address: Advanced Vendor Search  *Currency: uso & Voucher mary
Total: 000  Calculate |

Session Defaults

Lease Number: Q

Packing Slip: |

EIE Line *Distribute by Item Description Quantity UOM Unit Price Extended Amount
1 [Amount | | aQ | [ I_Q [ 0.00
Ship To SpeedChart
BA31300 Q Q [ use One Asset ID Calculate
3 Enter your PO Business Unit and click the magnifying glass to look up the appropriate

Purchase order number and click the search button. This will show you all the receipts
that have not been vouchered against for this PO.

Copy Worksheet

Unit: 31300 Voucher: MNEXT Back to Invoice

~ Receiver Lookup Criteria

PO Business Unit: 31300 @ PONumber: [000000f1975 @ +PODtOpt: PO Date: E

Receipt Unit: Q
Receipt Number From: Q Receipt Number To:

Receiver Line From Line:

*Receipt Date Option: Receipt Date: Ex]
Ship To: Q Packing Slip: | Q

Pro Number: | Q Bill of Lading: | Q
Carrier ID: Q

+ Additional Search Criteria

Max Rowss to Search | Reset | ™ Selectall [ Clear Al

Return
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Step Action

4 Scroll all the way to the right of the screen and select the View All link. Be sure to
select all the receipts/receipt lines that you want to pull into the voucher and then select
the “Copy Selected Lines” button. Select the “Select All” link if all receipt lines for that
receipt are to be included in the voucher. If you have more than one receipt to include in
the voucher, be sure to select all the receipts/receipt lines as in the example.

CMART

Home [ Worklist | MutiChannel Console | Add to Favorites | Sign o
»
New Window | Help | Customize Page | /B,
Copy Worksheet
Unit: 31300 Voucher: NEXT Back to Invoice

~ Receiver Lookup Criteria

PO Business Unit: 31300 @ POHNumber: (0000001975 @ PO DtOpt: PO Date: [si
Receipt Unit: Q

Receipt Number From: Q Receipt Number To:

Receiver Line From Line:
*Receipt Date Option: Receipt Date: [ =
Ship To: I—Q Packing Slip: ,70\
Pro Number: A Billofladng: | Q
Carrier ID: I—Q
* Additional Search Criteria
Max Rows to ’_ Search | Copy Selected Lines ‘ Reset | Select All [0 Clear All
Return
Select Receiver Lines Find | View 1 First &) 12 of 2 [ Las
PO Unit: 31300 PO No.: 0000001975 PO Date: 03/23/2011
BU Recwv: 31300 Receipt No: 0000003985 Recv Date: 0144712012
Ship Ta: 313001 Carrier ID: Packing Slip:
Pro Humber: Bill of Lading:

Vendor ID: 0000049253  MID AMERICA REDI MIXINC

Customize | Find | View Al | BE

Purchase
Re(:el Merchandise Unmatched uou Sched |Recv Line A unt |Vendor
Select Seq |emID |Description |Quantity |UOM |Unit Price |, o FrmeTT Prr::r PO No. Line |yim | status T qitd

READY M
COMNCRETE,
3000%
ROCK

10.0000 CUY 78.95000 789.50 USD 10.0000 CUY 78.95 0000001975 1 1 Received

Select All [ clear A

PO Unit: 31300 PO No.: 0000001975 PO Date: 032312011
BU Recwv: 31300 Receipt No: 0000003986 Recv Date: 01M1712012
Ship To: 313001 Carrier ID: Packing Slip:
Pro Number: Bill of Lading:

Vendor ID: 0000049253  MID AMERICA REDI MIX INC

sto
. Purchase
Merchandise Unmatched IJOM Sched |Recv Line m
Seq (HemID |Description |Quantity UOM (Unit Price Aot Currency Qaty (VUOM) grr‘::r PO Ho. Line Num |Status
READY MIX
1 gc%’;#CRETE 120000 CUY 78.95000 947.40 USD 12.0000 CUY 78.95 0000001975 1 1 Received
ROCK

Select All [O clear Al

(=
2
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Step Action

5 Once you click the copy selected lines button, the receipt lines will be copied into the

voucher. In this example, two (2) separate lines will be created on the voucher, one (1)
for each receipt:

CMART

Worklist | _MuttiChannel Console | _Add to Favorites
[E3

Mew Window | Help | Customize Page \ o)

Invoice Information Payments Voucher Aftributes

Business Unit: 31300 Invoice Number:  [TeSt

Voucher ID: NEXT Invoice Date: 011712012 [
Voucher Style:  Regular PrintInvoice
Setoff Status: Mot Processed by Setoff Interfund Status NIA

Copy from a Source Document

PO Unit: Purchase Order: G0 Worksheet Copy Option:
Vendor: 0000049253 Q “Pay Terms: 30MET & Net30 = Basis Dt Type InvDate

Name: MIDAMERIC-035 | Q, Control Group: T e i B commentso

Location:  [001 Q Accounting Date:  |01/17/2012 |5
"Address: 12 agvanced Vendor Search  *Currency: usD @ Non Merchandise Summary
MID AMERICA REDI MIX INC Total: 1,736.90 Calculate

PO BOX 2146

Session Defaults
HUTCHINSON, KS 67504-2148

Lease Number: Q

Packing Slip:
Invoice Lines
E| Line *Distribute by Iltem Description Quantity UOM Unit Price Extended Amount
1| Amount  w| | @, [READY MIX CONCRETE, | [10.0000  [CUY @ | 78.95000 | 78950
Ship To SpeedChart =
313001 Q HER

[use One Asset ID Calculate
Override PO Pct
Allocate by Pct.

Purchase Order & Receiver Info  Associate Receiver(s

¥ Distribution Lines B First (U 401 [
GLchart | ExchangeRate |  Statistics

=0 1 100.0000 789.50 (10.000C 31300 © (3130600000 L (3600 Qo [s045 U |ogo00 @ 534100 O Q aQ lio\ [

=] Line *Distribute by Item Description Quantity UOM Unit Price Extended Amount
2 [Amount v | Q_ [READY MIX CONCRETE, | [12.0000 [cuY @ | 78.95000 947.40
Ship To SpeedChart

i B
313001 Q@ + [luse One AssetID Calculate

Override PO Pct.| Maintenance WO Unit Maintenance Work Order Task Number Resource Type Resource Line No.

Allocate by Pct

Purchase Order & Receiver Info  Associate Receiver(s:

~ Distribution Lines Customize | Find A First (%] 4 of 4 L") Last|
[ cLchat  TlExchange Rate T Satistics =

rrm r Percent \Amount  |Quantity|*GL Unit Bud Unit |Program |Account |PC Bus Unit |Project Activity
=0

1 100.0000 947.40[12.000C [31300 | (3130600000 X [s600 (G [8045 @ [99000 @ [534100 a [

Business Unit: 31300
Voucher ID: NEXT Invoice Lines 0.000
Print Invoice: Misc Charge Amount =}
Freight Amount ’7 =}
(minus) Total 1,736.90 Calculate

(equals)

Ilon Merchandise Summary

&) save | [=] Wotify | % Refresh

Invoice Information | Payments | Voucher Attributes

&3]

|
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